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Division  of  Special  Education 

The  Commonwealth  of  Massachusetts 
Department  of  Education 


31  St.  James  Avenue,  Boston,  Massachusetts  02116 


Dear  Colleague, 

I  am  pleased  to  introduce  to  you  this  handbook  on  developing 
inservice  training  plans  at  the  local  level.  It  represents  a 
compilation  of  useful  information  which  has  been  disseminated 
by  the  Division  of  Special  Education's  Comprehensive  System 
of  Personnel  Development  through  a  variety  of  forums.  The 
handbook  is  just  one  of  many  technical  assistance  efforts 
provided  for  the  broad  spectrum  of  educators  and  other 
personnel  concerned  with  special  education  related  personnel 
development. 

Within  the  handbook,  you  will  find  an  overview  of  those  basic 
elements  which  constitute  a  comprehensive  system  of  personnel 
development,  including  sample  formats  to  assist  you  in 
designing  or  refining  a  systematic  approach  to  planning  for 
personnel  development  at  the  local  level. 

We  recognize  the  challenge  that  these  times  bring,  with 
changing  roles  and  expectations,  to  continue  personnel 
development  that  is  both  cost-effective  and  responsive. 
I  would  like  to  take  this  opportunity  to  reaffirm  the  Division 
of  Special  Education's  on-going  commitment  through  high  calibre 
personnel  development  efforts  to  assist  educators  with  the 
provision  of  services  to  special  needs  students  in  the  least 
restrictive  environment. 


Sincerely, 


k,  / 


Roger  W.  Brown 
Associate  Commissioner 
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ABOUT  THIS  HANDBOOK 


The  purpose  of  this  handbook  is  to  enable  local  school  districts 
to  design,  implement,  and  evaluate  a  comprehensive  plan  of 
personnel  development.   This  publication  is  in  response  to  needs 
expressed  by  teachers  and  administrators  statewide. 

Certainly,  the  movement  toward  quality  in-service  training  has 

been  actively  pursued  by  educators  for  the  last  decade. 

Recent  regulatory  requirements  have  provided  impetus  to  this 

movement.   Although  these  requirements,  specifically  Public 

Law  9  4-142,  Education  for  the  Handicapped  Act  1977  and 

Massachusetts'  Chapter  766,  have  emerged  from  the  context  of 

Special  Education,  they  are  applicable  to  and  impact  upon 

the  educational  system  as  a  whole  (see  Appendices  A  and  B) . 

It  must  be  emphasized  that  special  education  related  in-service  is 

an  integral  part  of  in-service  education  in  general,  and  not 

a  separate  entity.   In-service  education  should  be  recognized 

as  a  viable  method  of  maintaining  and  improving  instructional 

services  within  a  school  system  and  a  necessary  component  of 

an  over-all  instructional  plan. 

For  the  first  time,  during  the  19  78-19  79  school  year,  local 
districts  were  required  to  respond  to  specific  requirements 
for  the  delivery  of  special  education  related  in-service 


training.  The  revised  Chapter  766  Regulations  speak  to  the  need 
for  a  comprehensive  plan  to  provide  training  to  personnel.  The 
basic  elements  of  such  a  plan  include: 

.  participatory  planning  processes, 

.  needs  assessment  procedures, 

.  a  training  delivery  system,  and 

.  evaluation. 

This  handbook  is  designed  to  be  a  working  tool  to  assist  teachers 
and  administrators  in  applying  the  basic  principles  underlying 
each  element.  Sample  memoranda,  record  keeping  tools,  needs 
assessment  and  evaluation  instruments  are  provided.  You  are 
encouraged  to  duplicate  and  adapt  these  samples.  Further,  the 
content  of  this  handbook  should  enable  local  school  systems  to 
comply  with  state  and  federal  mandates. 

This  publication  represents  a  concerted  effort  by  a  number  of 
individuals  over  a  period  of  time.  The  initial  draft  of  this 
publication  was  based  on  a  series  of  workshops  conducted  by 
Carol  Mazuy  and  the  Merrimack  Education  Center  in  collaboration 
with  Geraldine  R.  Ryan  and  Priscilla  Owen  McPhee  from  the  Division 
of  Special  Education.  In  addition,  we  would  like  to  acknowledge 
the  efforts  of  the  Comprehensive  System  of  Personnel  Development 
Team  (See  p. 25)/  in  particular  Lorraine  Lynch  for  the  development 
of  the  annotated  bibliography.  We  would  encourage  you  to  call 
upon  these  individuals  for  assistance  in  your  future  personnel 
development  endeavors. 


A   BASIC   ASSUMPTION 


The  fundamental  purpose  of  in-service  education 
is  the  improvement  of  educational  programs  for 
students.  In-service  programs  for  the  professional 
development  of  educational  personnel  should 
therefore  be  designed,  in  the  final  analysis,  to 
have  an  impact  on  the  quality  of  school  programs 
for  students. 


Edelfelt,  Roy  A. 


STEP1:   PARTICIPATORY  PLANNING 


Perhaps  the  most  critical  element  in  a  comprehensive  system  of 
personnel  development  is  the  participatory  planning  process. 
This  means  that  those  persons  who  will  be  affected  by  the 
training  plan,  must  be  involved  in  its  design,  implementation, 
and  evaluation.  You  should  consider  including  regular  educators, 
special  educators,  administrators,  guidance  counselors,  school 
adjustment  counselors,  clerical  staff,  custodians,  school  bus 
drivers,  school  nurses,  classroom  aides,  school  volunteers  and 
parents. 

A  number  of  factors  should  be  considered  by  a  local  district  when 
designing  its  participatory  planning  structures  and  procedures. 
Regardless  of  the  approach  utilized,  the  over-riding  goal  is  to 
ensure  that  the  training  plan  is  developed  in  consultation  with 
those  affected  -  the  participants.  The  initial  factors  to  be 
considered  are  who  and  how  many  persons  should  be  involved  in 
the  participatory  planning.  Approximately  nine  to  twelve  persons 
representing  five  major  groups  can  effectively  make  up  a  planning 
committee.  These  groups  are  comprised  of: 

.  service  providers, 

.  parents/public, 

.  administrators, 

.  consultants,  and 

.  support  personnel. 


Service  providers  should  constitute  the  majority  membership; 
approximately  three  to  one  on  the  committee.  The  remaining 
membership  is  drawn  from  the  other  four  groups  as  represented 
in  the  following  graphic  representation. 


ADMINISTRATORS 

Department  Head 
Principal 

Coordinator/Director 
Superintendent 


PARENTS/PUBLIC 


Parent-Teacher  Organization  Member 
Parent  Advisory  Council  Member 
Community  Advisory  Council  Member 
School  Committee  Member 


SERVICE  PROVIDERS 
(elementary  and  secondary) 


Regular  classroom  teacher 

Special  Education  teacher 

Therapists 

Nurse 

Psychologist 

Guidance  counselor 

School  Adjustment  counselor 

Specialists 


SUPPORT  PERSONNEL 

Custodian 

Cafeteria  worker 

Monitor 

Aide 

School  bus  driver 

Volunteer 


CONSULTANTS 


College/University  personnel 

State  Department  of  Education  Representatives 

Advocacy  group  representative 

Collaborative  personnel 

Private  consultant 


Length  of  membership  for  each  person  should  be  determined  by  the 
committee.  A  suggested  length  of  time  should  be  two  years,  on  a 
rotating  basis.  A  chairperson  from  amongst  the  membership  should 
be  elected  on  a  yearly  basis.  Size  of  the  school  system  will 
influence  the  organizational  framework  of  the  participatory 
planning  structure.  Organization  options  could  include  a  school 
based  committee,  a  system-wide  committee  or  a  combination  thereof 

In  order  to  solicit  the  broad  membership  which  is  essential  to 
participatory  planning,  the  distribution  of  a  memo  or  invitation 
is  suggested.  A  sample  memo  follows: 


SOLICITING  MEMBERSHIP 


TO:  All    Staff 

FROM: 

RE:  In-Service   Education 

DA  TE : 

There    has    been    a    great    deal    of    interest    generated    in    the    idea 
of    establishing   a    local    in-service    committee ,    composed    primarily 
of    teachers ,    to    develop    our    own    program    for    professional    growth. 

A    meeting   has    been    set    for    (day) (time) 

(place)     to    discuss    some    exciting    plans    for 

in-service    education .       If    you    are    interested ,    please    contact 
your    bui lding    principal     to    reserve    a    place    as    membership    will 
be    limited    to    twelve    persons . 


The  first  step  for  a  committee  is  to  determine  its  role. 
Ideally,  the  committee  as  well  as  each  individual  member  should 
actively  promote  in-service  training.  This  role  should  not  be 
underestimated.  It  is  crucial  to  dispel  the  misconceptions  that 
have  typically  surrounded  the  nature  of  personnel  development. 

A  second  pro-active  role  which  the  committee  may  wish  to  assume  is 
advocacy  for  policies  that  acknowledge  the  importance  of  and  give 
impetus  to  professional  improvement.  Such  policies  might  focus  on: 

.  rewards  and  incentives  for  participation, 

.  personnel  development  options, 

.  standards  that  include  qualifications  of  trainers  and 
responsibilities  of  participants,  and 

.  appropriate  utilization  of  evaluation  findings. 

The  committee  may  next  involve  itself  with  the  structuring  of  a 
personnel  development  plan.  This  should  include  conducting 
incentive  research,  designing,  and  implementing  needs  assessment 
procedures,  and  the  subsequent  analysis  of  acquired  data. 
Priorities  can  then  be  established  for  training  content  areas 
(i.e.  individualizing  instruction,  behavior  management)  and  for 
target  populations  (i.e.  regular  classroom  teachers,  guidance 
counselors) .  A  training  delivery  system  must  then  be  determined. 
Provisions  should  also  be  made  for  evaluating  each  of  the  steps 
along  the  way  to  a  comprehensive  personnel  development  plan. 
Each  of  these  steps  is  depicted  in  the  following  diagram  and 
elaborated  on  in  subsequent  sections  of  this  handbook. 


8 


STATE   and     LOCAL     COMPREHENSIVE    SYSTEMS  of    PERSONNEL    DEVELOPMENT 


wi    TECHNICAL   ASSISTANCE   SUPPORT    SYSTEM 


The   committee   should   also   establish   documentation   procedures. 
A  recording  process,    such   as   meeting  minutes    could  be   utilized 
This   provides    clarification   and   reaffirmation   of   decisions 
reached.      Further,    it  can  be   disseminated   to   all  personnel   to 
keep   them  informed   of   committee   progress    and   to   generate 
enthusiasm  for   future   activities.      A  sample  memo   follows. 


COMMUNICATION/DOCUMENTATION 

TO:  All    Staff 

FROM: 

RE:  In-Service    Education    Committee 

DA  TB  : 

A    meeting   was    held    on   to    organize    an    In-Service 

Education    Committee    with    the    following   members    present : 

The    group    elected   and Co- 
chairpersons    for    the    committee. 

The    consensus    of    the    group    was    that    the    task    of    the    In-Service 
Education    Committee    for    this    year    would   be    to    meet    three    or 
four    times    within    a    three    month    period    to   plan    an    In-Service 

Education    Program   for    the    school    year .  It    was 

agreed    that    in    order    to    accomplish    this    goal,    the    following 
minimal    steps    would    be    required : 

1.  A    staff   needs    assessment    to    be    taken    by    

2.  A    staff    resource    bank    to    be    established    in 


3.  Proposals    formulated    for    Superintendent ' s    approval 
as    to    incentives    to    be    granted    for    involvement    in 
personnel    development    activities     (salary    increment 
credit,    stipend    for    teaching    workshops,    etc.). 
Proposals    to    be    submitted    by    . 

4.  Ten    to    twenty    personnel    development    activities    planned 
according    to    staff   need    as    determined    by    the    needs 
assessment . 

5.  Establishment    of   an    in-service    education    budget. 


10 


STEP  2:   NEEDS   ASSESSMENT 


An  assessment  of  the  special  education  in-service  training  needs 
of  the  various  personnel  who  provide  services  to  students  with 
special  needs  is  essential  to  the  development  of  a  comprehen- 
sive training  plan.   Needs  assessment  should  be  viewed  as  both 
a  process  and  a  product.   The  in-service  training  committee 
must  first  address  the  process  which  will  be  utilized.   Basic 
elements  which  should  be  considered  include: 

.  conceptualizing  the  components  to  be  included  in 

the  needs  assessment, 
.  determining  and  validating  long  and  short  range 

goals, 
.  designing  or  selecting  the  needs  assessment  for 

the  local  district  that  is  compatible  with  the 

resources,  personnel,  and  overall  objectives, 
.  investigating  and  proposing  alternative  methods 

for  doing  the  needs  assessment, 
.  establishing  procedures  for  initiating  the  climate 

for  a  needs  assessment, 
.  implementing  the  design  and  involving  appropriate 

persons, 
.  collecting  and  analyzing  the  needs  assessment  data, and 
.  assigning  priority  to  the  needs  in  accordance  with 

the  criteria  for  needs  determination  as  well  as  the 

processes  and  persons  who  were  involved. 
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In  considering  the  overall  needs  assessment  process,  the 
committee  may  choose  to  conduct  incentive  research  for  the 
purpose  of  determining  the  most  appealing  rewards  for  parti- 
cipation in  professional  improvement  programs.   The  provision 
of  incentives  is  crucial  to  the  success  of  any  such  endeavor. 
Possible  incentives  include: 

.  Active  participation  in  the  planning  and  decision 
making  process, 

.  professional  growth, 

.  salary  increment  credit, 

.  stipend, 

.  certification, 

.  graduate  course  credit, 

.  professional  days/release  time, 

.  exciting  training  delivery  formats, 

.  compensatory  time,  and 

.  other  creative  rewards. 
One  means  of  ascertaining  effective  incentives  is  by  sampling 
responses  from  each  building  by  using  a  checklist  such  as  the  one 
which  follows , 

INCENTIVE  RESEARCH 


TO:  In-Service    Committee 

FROM: 

RE:  Incentive    Research 

DA  TE : 

Please    survey    as    many    building   personnel    as    you    can.       Use    check    marks 
on    the    corresponding    line    for    each    response ,    and    bring    this    information 
to    be    shared    at    our    next    meeting . 

1.      What  rewards  are  wanted 

a.  Salary  increment  credit 

b.  Use  of  professional  days  for:  

workshops 
site  visits 
research 

c.  Reimbursement  for  cost: 

mileage 

meals 

materials 
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The  committee  may  also  wish  to  include  incentive  research  as  an 
integral  part  of  its  needs  assessment  strategy;  one  which  will 
yield  a  complete  needs  assessment  product  (content,  population, 
incentives) .  The  strategy  should  include  the  levels  at  which  the 
assessment  will  be  completed  as  well  as  the  instruments  and 
techniques  which  will  be  utilized. 

The  initial  focus  of  the  strategy  should  be  on  determining  the 
level (s)  at  which  assessment  is  desired.  Consider  assessment  at  the: 
.  Individual  level  (awareness,  knowledge,  skill  application 

and  practice) , 
.  School  building  level  (numbers  of  teachers,  numbers  of 
students  in  school,  special  needs  populations,  support 
service  availability) ,  and 
.  School  system  level  (compilation  and  analysis  of  data 
collected  from  individual  schools) . 

With  the  level (s)  of  assessment  decided  upon,  the  appropriate 
instruments  and/or  techniques  for  assessing  needs  may  be  determined 
(i.e.  highly  person  centered,  system  centered,  etc.)  The  techniques 
can  include  both  formal  and  informal  procedures.  For  example,  an 
informal  procedure  might  include  a  discussion  between  the  special 
education  coordinator  and  a  teacher.  More  formal  procedures  might 
include  the  use  of  surveys  or  questionnaires  designed  to  assess 
teacher  competencies. 
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The  committee  may  choose  to  utilize  several  of  the  following 
formal  and  informal  needs  assessment  techniques: 

SURVEYS/QUESTIONNAIRES 


.  open  ended  questionnaires 
.  sentence  completion/forced  choice  survey 
.  rating  scales 
.  rank  order  survey 
.  checklists 

(Survey/questionnaire  samples  will  be  found  in  Appendix  F . ) 

GROUP  PROCESS  TECHNIQUES 


brainstorming 

force  field  analysis 

nominal  group  technique 


INTERVIEWS/OBSERVATIONS 


individual 
cluster 

DATA  SEARCH 

individualized  educational  plans 

personnel  certification  status 

Program  Audit/Compliance  Review  reports 

training  program  evaluation  summaries 

federal  and  state  regulations 

Local  Education  Agency  Application  and  Annual 
Program  Plan  for  Special  Education 

information/training  requests 

program  evaluation  reports 

October  Enrollment  reports 
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In  determining  which  needs  assessment  techniques  are  most 
appropriate,  the  in-service  training  committee  must  consider  the 
reliability,  validity,  and  usability  of  the  information  which 
will  be  gleaned  from  each  instrument  or  technique.  Surveys, 
interviews,  and  group  process  techniques,  especially  when  utilized 
in  isolation,  may  result  in  a  delineation  of  perceived  needs 
rather  than  actual  needs.  This  may  be  the  case,  regardless  of 
whether  formal  or  informal  techniques  are  employed.  Therefore, 
it  is  recommended  that  more  than  one  needs  assessment  instrument 
or  technique  be  selected.  Multiple  data  gathering  techniques  will 
permit  the  verification  of  results  through  comparison. 

Once  the  committee  has  selected  a  needs  assessment  strategy  which 
is  appropriate  to  their  purpose  and  resources,  attention  must  be 
directed  towards  the  implementation  of  the  strategy.  Committee 
members  should  develop  procedures,  including  displays  of 
administrative  support,  which  will  foster  a  positive  climate  for 
the  conduct  of  a  needs  assessment.  Personnel  must  know  why  they  are 
responding  to  a  needs  assessment  and  how  the  information  will  be 
used.  A  careful  plan  must  then  be  laid  to  ensure  that  the  data 
which  results  from  the  needs  assessment  is  collected  and  analyzed 
in  a  timely  fashion.  It  is  suggested  that  a  group  process  technique 
then  be  utilized  to  assign  priorities  for  both  the  content  of 
training  and  the  target  populations  to  receive  training. 
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The  full  implementation  of  the  selected  needs  assessment  strategy 
will  require  that  all  personnel  involved,  clearly  understand  their 
roles,  responsibilities,  and   the  timelines  under  which  tasks  must 
be  completed.  The  committee  may  wish  to  delineate  such  information 
by  utilizing  a  work  plan  such  as  the  sample  which  follows: 


Tasks  to  be 


Tlaellnes 
(begin  -  finish) 


KMKPUW 


HlUrUls  Heeded 


Person 
Assigned 


tats 
Coepleted 


Before  the  committee  moves  on  to  the  delineation  of  a  personnel 
development  plan,  it  is  important  that  both  communication  and 
documentation  procedures  are  attended  to.  Staff  participation 
in  responding  to  the  needs  assessment,  regardless  of  the  strategy 
utilized,  must  be  reinforced.  Their  involvement  in  the  planning 
process  should  be  applauded.  This  might  be  accomplished  while 
reporting  back  the  findings  of  the  needs  assessment.  These 
findings  will  of  course  provide  all  staff  with  a  measure  against 
which  the  success  of  the  culminating  personnel  development  plan 
can  be  gauged. 
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STEP  3:  A  PERSONNEL  DEVELOPMENT  PLAN 


Once  the  priorities  have  been  established  for  both  training 
content  and  target  populations,  and  incentives  have  been 
determined,  the  committee  can  turn  its  attention  to  the  structuring 
of  a  responsive  personnel  development  plan.  The  nature  of  the 
training  must  first  be  determined.  Consider  the  following: 
.  Awareness  Training  -  This  type  of  training  focuses 
primarily  on  attitudinal  change.  An  example  would 
be  training  sessions,  which  include  public  relations 
information,  informing  school  personnel  and  the 
public  about  P.L.  94-142/Chapter  766,  and  sensitizing 
the  audience  to  the  needs  and  skills  of  handicapped 
children. 

.  Knowledge  Training  -  This  type  of  training  focuses 
primarily  on  cognitive  change.  In  contrast  to 
Awareness  Training,  Knowledge  Training  is  of  a 
longer  duration,  the  information  is  more  detailed, 
and  the  participants  are  expected  to  retain  the 
information.  Some  examples  of  topics  appropriate  for 
this  category  of  training  are  characteristics  of 
children  with  one  or  many  types  of  handicapping  conditions, 
due  process  procedures;  education  in  the  least  restrictive 
environment,  individual  education  programs,  classroom 
management. 
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.  Skill  Practice  -  This  type  of  training  usually  follows 
Awareness  and  Knowledge  Training.  The  training  focuses 
on  producing  behavioral  change  in  the  participant  in  a 
controlled  setting  such  as  a  practicum  or  lab  situation. 
In  many  instances  the  trainee  will  actually  work  with 
handicapped  children,  parents,  or  school  staff  as  an 
integral  feature  of  this  type  of  in-service  training. 

.  Skill  Application  -  This  type  of  training  also  focuses 
on  behavioral  change.  In  contrast  with  Skill  Practice, 
Skill  Application  emphasizes  behavioral  change  which 
is  learned  and  demonstrated  in  the  trainees  own  work 
environment,  in  their  current  position,  in  their  own 
school. 

It  should  be  noted  that  school  districts  are  required  to  report 
training  plans  in  their  Local  Education  Agency  Application  and 
Annual  Program  Plan  for  Special  Education,  in  accordance  with  the 
above  stated  categories.  This  information  is  provided  to  the 
Massachusetts  Department  of  Education  on  November  1  of  each  year 
(See  Appendix  H  ) . 

A  second  major  consideration  in  building  a  responsive  structure,  is 
a  determination  of  training  formats  to  be  utilized.  Formats  should 
be  thought  of  in  the  broadest  sense  and  should  not  be  confined  to 
training  delivery  just  through  traditional  formats  such  as  workshops 
or  courses. 
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The  committee  might  choose  from  the  following: 
.  workshop, 

.  series  of  workshops, 
.  dissemination, 
.  on-site  consultant, 
.  off-site  institute, 
.  conference, 
.  course, 

.  field  based  Master's  program, 
.  demonstration  site  visits, 
.  research  projects, 
.  sabbaticals, 
.  team  teaching,  and 
."  other  innovative  formats. 

Regardless  of  which  training  format (s)  are  selected,  it  must 
be  appropriate  to  the  purpose,  content,  and  population  and  be 
part  of  a  planned,  continuing,  coherent  personnel  development 
program. 

Once  the  elements  of  the  personnel  development  structure  have 
been  conceptualized,  the  committee  may  wish  to  graphically 
depict  the  proposed  plan.   Essential  elements  which  should  be 
represented  for  each  personnel  development  activity  include: 
.  training  content  (which  identified  training  need  is 

being  addressed?) 
.  trainer  (Who  will  deliver  the  training?) 
.  format  (How  will  training  be  delivered?) 
.  location  (Where  will  the  training  take  place?) 
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time  frame  (When  will  the  training  be  delivered?) 

incentives  (What  rewards  for  participation  will  be 

provided?) 

evaluation  (How  will  program  effectiveness  be  assessed?) , 

and 

resources  (What  staff  time,  materials,  and  funds  will  be 

needed  to  implement  the  program?) 


The  following  sample  matrix  is  provided  for  your  consideration 
It  should  be  noted  that  this  matrix  is  used  by  the  Division  of 
Special  Education,  Massachusetts  Department  of  Education  in 
planning  and  coordinating  personnel  development  programs. 
Completed  matrices  can  be  found  in  Chapter  X, "Comprehensive 
System  of  Personnel  Development"  of  the  Plan  for  Fiscal  Year 
1981-83  Under  Part  B  Education  of  the  Handicapped  Act  as 
Amended  by  Public  Law  94-142. 

TRAINING  PRIORITY: 


TRAINING 
CONTENT 


~Consiaer : 
Title 

Objectives 
Nature 


AUDIENCE 

(TARGET 

POPULATION) 


TRAINER  TRAINING  FORMAT 


Consider: 

Horizontal; 

homogeneous 

grouping 

Vertical; 

heterogeneous 

grouping 


Consider: 
,  Peer 
,  Private 

consultant 
,   College/ 

University 

faculty 
,   State 

agency 

personnel 
.   Advocacy 

groups 
.   Parents 


Consider: 
Appropriateness 
to: 

-purpose 

-content 

-population 


LOCATION 


TIME 
FRAME 


INCENTIVES        EVALUATION  RESOURCES 


Consider: 
Convenience 
Accessibility 
Environment ; 

-space 

-light 

-acoustics 

-temperaturi 

-seating 
A.V.   Equipment 
Overnight 
accommoda tiom 
Food  Service 
Demonstration 
site 


Consider: 
Date 
Program 
duratior 


Consider: 

.   Single  or 

multiple 

rewards 

See  pg. 


Consider: 
.    Informal 
.   Formal 
.   Multiple 


Consider: 
.   Staff 
.   Materials 
.   Dollars 


20 


Such  a  matrix  is  most  effective  when  utilized  as  a  management 
tool.   It  presents  specific  information  in  an  organized  succinct 
and  sequential  manner.   Other  pertinent  data  may  be  recorded, 
compiled  or  derived  from  it.   It  reflects  the  comprehensive 
quality  of  the  personnel  development  plan  as  a  whole.   A 
committee  may  also  choose  to  collect  and  display  pertinent 
audience  participation  data.   Further,  individuals  may  elect 
to  chart  their  own  individualized  personnel  development  program. 
Recording  procedures  such  as  the  following  sample  can  be  devised 
to  track  individual  growth. 

INDIVIDUAL   PERSONNEL   DEVELOPMENT   PLAN 


NAME 


GRADE  OR  DEPT. 


SCHOOL 


DATE 


Title  of  Workshop 


Date 


Hours 


Credit 


Conments 


Grade 


1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 


Signature:      Teacher 


APPROVAL:     Administrator 
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STEP  4;   EVALUATION 


Finally,  the  committee  must  address  program  effectiveness. 
Evaluation  is  the  key  to  determining  the  overall  strength  of 
the  structure  for  personnel  development  as  it  applies  to  the 
system  as  a  whole  as  well  as  to  individual  programs.   Evalua- 
tion should  be  concerned  with  measuring  the  impact  which  the 
training  program  has  had  on  trainees,  the  impact  it  has  had 
on  the  school  or  system,  and  ultimately  the  impact  it  has  had 
on  the  quality  of  education  provided  to  students. 

The  nature  of  the  evaluation  should  be  both  formative  (viewing 
the  process)  and  summative  (viewing  the  product) .   On-going 
analysis  of  evaluation  data  serves  as  a  monitoring  device.   It 
assists  the  committee  in  determining  at  any  given  point  in 
the  development  of  the  plan,  where  they  are  and  where  they 
need  to  go. 

Evaluation  is  the  responsibility  of  all  involved  parties, 
those  who  participate  in  the  training  program,  those  who  deliver 
training  programs,  and  those  who  comprise  the  participatory 
planning  structure.   The  committee  should  establish  criteria 
for  the  conduct  of  evaluation  and  utilization  of  findings 
(sample  evaluation  forms  are  presented  in  Appendix  J  to  assist 
the  committee  with  these  tasks) .   Prior  to  program  presentation, 
the  group  must  ensure  that  the  training  program  is  in  response 
to  identified  needs.   Evaluation  data  from  each  program  should 
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be  used  to  assess  the  degree  of  participant  involvement  in  and 
response  to  the  program,  and  to  modify  and  redesign  future 
programs.   Finally,  the  committee  should  assume  responsibility 
for  the  dissemination  of  findings. 

The  trainer  must  ensure  that  the  program  design  stimulates 
involvement  on  the  part  of  the  participants  so  that  the  effec- 
tiveness of  the  program  can  be  gauged.  The  p-rogram  objectives 
should  be  clearly  stated,  so  that  expectations  or  anticipated 
outcomes  for  participants  are  established  from  the  onset.  All 
information  gathered  by  the  trainer (s)  needs  to  be  shared  with 
the  planning  committee. 

The  participants  need  to  evaluate  the  quality  of  the  program 
in  view  of  their  entry  level  skills  and  actual  outcomes.   This 
is  a  self-evaluation  process  for  the  participant (s)  whereby 
they  can  assess  what  they  have  gained. 

An  overall  consideration  in  the  selection  of  an  evaluation  format 
is  that  it  evokes  objective  responses  from  the  personnel  involved 
Regard  should  be  given  to  the  following  elements: 

.  expectations  (realistic  or  unrealistic) 

.  goals  (achieved,  progress  made/  unmet) 

.  quality  of  program  delivery  (process) 

.  recommendations  for  refinement  or  improvement,  and 

.  recommendations  for  future  programs. 

The  evaluation  instrument  should  be  multi-purpose  and  provide 
good  feedback  to  all  concerned  parties. 
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SPECIAL  EDUCATION  SOURCES  OF  FUNDING  FOR  SPECIAL  EDUCATION  RELATED  TRAINING 

Public  Law  94-142:  Federal  funds  available  under  the  Education  of  the 

Handicappped  Act;  these  are  supplementary  dollars  which  are  generated  for 
a  school  system  by  the  total  number  of  students  with  Individualized 
Educational  Plans;  these  funds  are  administered  by  special  education 
directors,  and  are  intended  for  use  to  enhance  the  quality  and  extensiveness 
of  a  local  education  agency's  (LEA)  compliance  with  P.L.  94-142.  A  financial 
application  for  these  funds  is  a  part  of  an  LEA's  Annual  Program  Plan  in 
special  education  which  is  a  public  document  due  November  1.  Contact: 
Special  Education  Administrator. 

Public  Law  89-313:  These  federal  funds  are  designed  for  students  formerly  in 
state  operated  and/or  state  supported  institutional  settings  and 
private  schools;  these  funds  follow  each  individual  student  when  she/he  is 
integrated  back  into  the  home  school  system  and  should  be  used  to  facilitate 
mainstreaming  efforts.  In-service  training  is  an  appropriate  expenditure  of 
these  funds.  Contact:  Special  Education  Administrator. 

Commonwealth  Inservice  Institute:  Discretionary  staff  development  dollars  are 
available  to  schools  through  a  very  simple  grant  (mini-grant)  process 
through  Regional  Education  Centers.  The  funds  are  intended  for  strengthening 
school  personnel  within  LEAs  and  mini-grants  must  be  written  to  address 
their  locally  felt  needs;  funds  are  available  under  Special  Education, 
Adult  Education,  Basic  Skills,  Career  Education,  Early  Childhood  Special 
Education,  Energy  Education,  Family  Life  Education,  Gifted  and  Talented, 
Magnet  School  Programs,  Occupational  Education,  and  the  Carnegie  Foundation. 
Mini-grants  should  address  training  dealing  with  one  of  these  areas. 
Mini-grant  funds  can  pay  for  consultant  services  related  to  the  training  and 
a  small  allotment  for  materials.  Contact:  Regional  Education  Centers. 

REGIONAL  TECHNICAL  ASSISTANCE  (RTA)  MINI-GRANTS:  Discretionary  dollars  are 
available  from  P.L.  94-142  funds  in  the  form  of  mini-grants.  These  funds 
are  administered  by  special  education  directors  in  a  public  school  system 
which  has  been  involved  in  a  Program  Audit  or  Compliance  Review  by  the 
Massachusetts  Department  of  Education.  Dollars  are  used  to  address  specific 
non-compliance  and/or  problem  areas.  Contact:  Special  Education  Administrators 

EARLY  CHILDHOOD  MINI-GRANTS:  Discretionary  dollars  are  available  from  P.L. 
94-142  funds  to  a  public  school  system  interested  in  running  a  mini-grant 
program  in  their  system  in  the  area  of  early  childhood  education.  Contact: 
Special  Education  Administrator. 

TITLE  VI-D:  Competitive  Staff  Development  and  Training  discretionary  funds; 
these  funds  can  be  accessed  directly  by  LEAs;  many  certification  programs 
are  supported  partly  or  fully  through  Title  VI-D  funds,  as  well  as  some 
of  the  state-sponsored  training  projects.  Contact:  Division  of  Personnel 
Preparation,  U.S.  Office  of  Special  Education,  Washington,  D.C. 
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MASSACHUSETTS'  COMPREHENSIVE  SYSTEM  OF  PERSONNEL  DEVELOPMENT  (CSPD) 


The  Division  of  Special  Education's  COMPREHENSIVE  SYSTEM  OF  PERSONNEL 
DEVELOPMENT  is  mandated  under  Public  Law  94-142  to  insure  that  there  is 
an  adequate  number  of  personnel  who  are  well  prepared  to  service  the 
handicapped.  The  System  is  implemented  through  the  Bureau  of  Program 
Development  and  Evaluation  and  has  been  designed  to  include: 


•  provisions  for  participatory  planning, 

•  the  conduct  of  a  needs  assessment  which  results  in  the  establishment 
of  both  in-service  and  pre-service  training  priorities, 

•  the  implementation  of  in-service  training  programs  which  respond 
to  identified  needs, 

•  the  dissemination  of  information  derived  from  significant  special 
education  research  and  promising  practices, 

•  a  technical  assistance  program  which  will  assist  local  school 
systems  with  the  design  and  implementation  of  their  own  special 
education  personnel  development  plans  in  accordance  with 
paragraph  501.11  of  the  Chapter  766  Regulations,  and 

•  procedures  for  evaluating  the  administration  of  the  system  and 
its  effectiveness  in  meeting  the  needs  for  personnel. 

The  System  is  implemented  through  the  Division's  CSPD  Team  which  is 
composed  of  the  following  regional  office  and  central  office  staff. 

CSPD  TEAM 
REGIONAL  OFFICE  STAFF 


Pam  Spagnoli 
CSPD  Liaison 
Greater  Boston 
727-1470/547-7472 


Karla  Schloss 
CSPD  Liaison 
Northeast 
727-0600/664-5723 


Beth  Strassberg 
CSPD  Liaison 
Southeast 
727-1587/947-3240 


Beth  Littman-Quinn 
CSPD  Liaison 
Central  Massachusetts 
727-1346/835-6267 


Carol  Maclnnes 
CSPD  Liaison 
Springfield 
727-7166/(413) 


739-7271 


Lorraine  Lynch 
CSPD  Liaison 
Pittsfield 
(413)  499-0745 


CENTRAL  OFFICE  STAFF 


727-5770 


Gerry  Ryan 

CSPD  Coordinator 

Ext.  33 


Gina  Zaniboni 
CSPD  Secretary 
Ext.  11 


Priscilla  McPhee 
Training  Coordinator 
Ext.  23 


Donna  Toto 

Administrative  Assistant 
Ext.  26 
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APPENDIX   A 


Pertinent  P.L.  94-142  Regulations 


A-l 


P.L.  94-142 


FEDERAL  REGISTER,  VOL  42,  NO  163-TUESDAY,  AUGUST  23,  1977 


RULES  AND  REGULATIONS 


COMPREHENSIVE  SYSTEM  OF  PERSONNEL 
DEVELOPMENT 


121a380  Scope  of  System 

Each  annual  program  plan  must 
include  a  description  of  programs 
and  procedures  for  the  develop- 
ment and  implementation  of  a  com- 
prehensive system  of  personnel 
development  which  includes: 

(a)  The  in-service  training  of 
general  and  special  educational 
instructional,  related  services, 
and  support  personnel: 

(b)  Procedures  to  insure  that 
all  personnel  necessary  to  carry 
out  the  purposes  of  the  Act  are 
qualified  (as  defined  in  121a. 12 
of  Subpart  A)  and  that  activities 
sufficient  to  carry  out  this 
personnel  development  plan  are 
scheduled;  and 

(c) Effective  procedures  for 
acquiring  and  disseminating  to 
teachers  and  administrators  of 
programs  for  handicapped  child- 
ren significant  information 
derived  from  educational  re- 
search, demonstration,  and 
similar  projects,  and  for 
adopting,  where  appropriate, 
promising  educational  prac- 
tices and  materials  developed 
through  those  projects. 

(20  U.S.C.  1413  (a)  (3) .) 

121a. 381   Participation  of 
other  agencies  and  institutions 

(a)  The  State  educational 
agency  must  insure  that  all 
public  and  private  institutions 
of  higher  education,  and  other 
agencies  and  organizations 
(including  representatives  of 
handicapped,  parent,  and  other 
advocacy  organizations) in  the 
State  which  have  an  interest 


in  the  preparation  of  personnel 
for  the  education  of  handicapped 
children,  have  an  opportunity  to 
participate  fully  in  the  develop- 
ment, review,  and  annual  updating 
of  the  comprehensive  system  of 
personnel  development. 

(b)  The  annual  program  plan 
must  describe  the  nature  and 
extend  of  participation  under 
paragraph  (a)  of  this  section 
and  must  describe  responsibil- 
ities of  the  State  educational 
agency,  local  educational 
agencies,  public  and  private 
institutions  of  higher  education, 
and  other  agencies: 

(1)  With  respect  to  the  com- 
prehensive system  as  a  whole, 
and 

(2)  With  respect  to  the  per- 
sonnel development  plan  under 
121a383. 

(20  U.S.C.  1412  (7) (A);  1413(a)(3).) 

121a382  Inservice  Training 

(a)  As  used  in  this  section, 
"Inservice  training"  means  any 
training  other  than  that  received 
by  an  individual  in  a  full-time 
program  which  leads  to  a  degree. 

(b)  Each  annual  program  plan 
must  provide  that  the  State 
educational  agency: 

(1)  Conducts  an  annual  needs 
assessment  to  determine  if  a 
sufficient  number  of  qualified 
personnel  are  available  in  the 
State;  and 

(2)  Initiates  inservice  personnel 
development  programs  based  on  the 
assessed  needs  of  State-wide 
significance  related  to  the 
implementation  of  the  Act. 
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(c)  Each  annual  program  plan  must 
include  the  results  of  the  needs 
assessment  under  paragraph  (b) (1) 
of  this  section,  broken  out  by 
need  for  new  personnel  and  need 
for  retrained  personnel. 

(d)  The  State  educational 
agency  may  enter  into  contracts 
with  institutions  of  higher 
education,  local  educational 
agencies  or  other  agencies, 
institutions,  or  organizations 
(which  may  include  parent,  handi- 
capped, or  other  advocacy  organ- 
izations) ,  to  carry  out: 

(1)  Experimental  or  innovative 
personnel  development  programs; 

(2)  Development  or  modification 
of  instructional  materials;  and 

(3)  Dissemination  of  significant 
information  derived  from  educational 
research  and  demonstration  projects. 

(e)  Each  annual  program  plan  must 
provide  that  the  state  educational 
agency  insures  that  ongoing  inservice 
training  programs  are  available  to 
all  personnel  who  are  engaged  in 

the  education  of  handicapped 
children,  and  that  these  programs 
include: 

(1)  The  use  of  incentives  which 
insure  participation  by  teachers 
(such  as  released  time,  payment 
for  participation,  options  for 
academic  credit,  salary  step 
credit,  certification  renewal, 

or  updating  professional  skills) ; 

(2)  The  involvement  of  local 
staff;  and 


(2)  Identify  the  areas  in 
which  training  is  needed  (such 
as  individualized  education 
programs,  non-discriminatory 
testing,  least  restrictive 
environment,  procedural  safe- 
guards, and  surrogate  parents); 

(3)  Specify  the  groups  requiring 
training  (such  as  special  teachers 
regular  teachers,  administrators, 
psychologists,  speech-language 
pathologists,  audiologists , 
physical  education  teachers, 
therapeutic  recreation  specialists, 
physical  therapists,  occupational 
therapists,  medical  personnel, 
parents,  volunteers,  hearing 
officers,  and  surrogate  parents); 

(4)  Describe  the  content  and 
nature  of  training  for  each  area 
under  paragraph  (f ) (2)  of  this 
section; 

(5)  Describe  how  the  training 
will  be  provided  in  terms  of  (i) 
geographical  scope  (such  as 
Statewide,  regional,  or  local) , 
and  (ii)  staff  training  source 
(such  as  college  and  university 
staffs,  State  and  local  educa- 
tional agency  personnel,  and  non- 
agency  personnel) ; 

(6)  Specify:  (1)  The  funding 
sources  to  be  used,  and 


(ii)  The  time 
viding  it;  and 


frame  for  pro- 


(7)  Specify  procedures  for 
effective  evaluation  of  the  extent 
to  which  program  objectives  are 
met. 


(3)  The  use  of  innovative 
practices  which  have  been  found 
to  be  effective. 

(f)  Each  annual  program  plan 
must: 

(1)  Describe  the  process  used  in 
determining  the  inservice  training 
needs  of  personnel  engaged  in  the 
education  of  handicapped  children; 


(20  U.S.C.  1413  (a) (3) .) 

121a. 383  Personnel  development 
plan 

Each  annual  program  plan 
must;  (a)  Include  a  personnel 
development  plan  which  provides 
a  structure  for  personnel  planning 
and  focuses  on  preservice  and 
inservice  education  needs. 
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(b)  Describe  the  results  of  the 
needs  assessment  under  121a382  (b) 
(1)  with  respect  to  identifying 
needed  areas  of  training,  and 
assigning  priorities  to  those 
areas;  and 

(c)  Identify  the  target  pop- 
ulations for  personnel  develop- 
ment, including  general  educa- 
tion and  special  education 
instructional  and  administra- 
tive personnel,  support  person- 
nel, and  other  personnel  (such 
as  paraprofessionals,  parents, 
surrogate  parents, and  volunteers.) 

121a384  Dissemination. 

(a)  Each  annual  program  plan 
must  include  a  description  of 
the  State's  procedures  for 
acquiring,  reviewing,  and  dis- 
seminating to  general  and 
special  educational  instruc- 
tional and  support  personnel, 
administrators  of  programs 

for  handicapped  children,  and 
other  interested  agencies  and 
organizations  (including 
parent,  handicapped,  and  other 
advocacy  organizations)  signi- 
ficant information  and  promising 
practices  derived  from  educa- 
tional research,  demonstration, 
and  other  projects. 

(b)  Dissemination  includes: 

(1)  Making  those  personnel, 
administrators,  agencies,  and 
Drganizations  aware  of  the 
information  and  practices; 

(2)  Training  designed  to 
enable  the  establishment  of 
innovative  programs  and 
practices  targeted  on  iden- 
tified local  needs;  and 

(3)  Use  of  instructional 
naterials  and  other  media 
for  personnel  development 

and  instructional  programming. 


121a. 385  Adoption  of  Educational 
practices 

(a)  Each  annual  program  plan 
must  provide  for  a  statewide 
system  designed  to  adopt,  where 
appropriate,  promising  education- 
al practices  and  materials  proven 
effective  through  research  and 
demonstration . 

(b)  Each  annual  program  plan 
must  provide  for  thorough  re- 
assessment of  educational  prac- 
tices used  in  the  State. 

(c)  Each  annual  program  plan 
must  provide  for  the  identifi- 
cation of  State,  local,  and  re- 
gional resources  (human  and 
material)  which  will  assist  in 
meeting  the  State's  personnel 
preparation  needs. 

121a. 386  Evaluation 


Each  annual 
include: 


program  plan  must 


(a)  Procedures  for  evaluating 
the  overall  effectiveness  of: 

(1)  The  comprehensive  system 
of  personnel  development  in 
meeting  the  needs  for  personnel, 
and 

(2)  The  procedures  for  admin- 
istration of  the  system;  and 

(b)  A  description  of  the  mon- 
itoring activities  that  will  be 
undertaken  to  assure  the  imple- 
mentation of  the  comprehensive 
system  of  personnel  development. 

121a. 387  Technical  assistance  in 
local  educational  agencies. 

Each  annual  program  plan  must 
include  a  description  of  techni- 
cal assistance  that  the  State 
educational  agency  gives  to  local 
educational  agencies  in  their 
implementation  of  the  State's 
comprehensive  system  of  personnel 
development. 
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Pertinent  Chapter  766  Regulations 
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Massachusetts  Regulations  for  the  Implementation  of  Chapter  766  of  the 
Acts  of  1972:   The  Comprehensive  Special  Education  Law  -  Revised 
September  1,  1978 

501.11   A  comprehensive  plan  to  provide  training  to  personnel 
addressing  the  following: 

501.11  (a)   Procedures  for  assessing  personnel  and 

in-service  training  needs. 

501.11  (b)   Procedures  and  activities  to  be  developed 

in  consultation  with  personnel  affected, 
for  training  elementary  as  well  as  secon- 
dary regular  classroom  teachers,  special 
education  personnel,  and  other  school 
personnel,  through  methods  including  but 
not  limited  to  the  general  information, 
training  and  in-service  education  to  be 
made  available  to  all  school  personnel 
in  accordance  with  this  paragraph. 

501.11  (c)   Workshops,  in-service  programs  or  courses, 

or  other  professional  development  activ- 
ities designed  to  develop  and  increase 
teacher  skills  and  competencies  related 
to  these  regulations. 

501.11  (d)   A  plan  for  providing  needed  training  for 

instructional,  related  services,  and 
support  personnel  (including  parents 
and  non-professional  personnel) . 

501.11  (e)   General  information  consisting  of  a 

comprehensive  summary  of  current  special 
education  regulations  and  applicable 
school  policies. 

501.11  (f)   The  specific  manner  in  which  the  school 

committee  will  implement  a  training 
program  for  operators  of  vehicles  carrying 
children  in  need  of  special  education. 
Such  training  program  shall  be  consis- 
tent with  the  requirements  of  905.3. 

501.11  (g)   The  specific  manner  in  which  the  school 

committee  will  train  all  persons  col- 
lecting or  using  personally  identifiable 
information,  regarding  the  confidentiality 
requirements  of  the  Massachusetts  Student 
Records  Regulations. 

501.11  (h)   Procedures  for  evaluating  the  effective- 
ness of  in-service  training  provided  by 
the  school  committee  and  the  effective- 
ness of  educational  practices  used  with- 
in the  school  district. 
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SOLICITING  T4EMBERSHIP 


TO:  All    Staff 

FROM: 

RE:  In-Service    Education 

DA  TE : 


There    has    been    a    great    deal    of   interest    generated    in    the    idea 
of   establishing   a    local    in-service    committee ,    composed    primarily 
of    teachers ,    to    develop    our    own    program   for   professional    growth. 

A    meeting   has    been    set    for   (dag) (time) 

(place)     to    discuss    some    exciting   plans    for 

in-service    education.       If    you    are    interested ,    please    contact 
your    building   principal    to    reserve    a    place    as    membership    will 
be    limited    to    twelve    persons . 
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Sample  Memorandum  for  Communication/Documentation 
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COMMUNICATION/DOCUMENTATION 

TO:  All    Staff 

FROM: 

RE:  In-Service    Education    Committee 

DA  TE : 

A    meeting    was    held    on to    organize    an    In-Service 

Education    Committee    with    the    following    members    present : 

The    group    elected   and Co- 
chairpersons    for    the    committee . 

The    consensus    of    the    group    was    that    the    task    of    the    In-Service 
Education    Committee    for    this    year    would    be    to    meet    three    or 
four    times    within    a    three    month    period    to    plan    an    In-Service 

Education    Program    for    the    school    year .   It    was 

agreed    that    In    order    to    accomplish    this    goal,     the    following 
minimal    steps    would    be    required : 

1.  A    staff    needs    assessment    to    be    taken    by    

2.  A    staff    resource    bank    to    be    established    In 


3.  Proposals    formulated    for    Super Intendent ' s    approval 
as    to    Incentives    to    be    granted    for    involvement    in 
personnel    development    activities     (salary    increment 
credit,    stipend    for    teaching    workshops ,  etc.). 
Proposals    to    be    submitted    by    . 

4.  Ten    to    twenty    personnel    development    activities    planned 
according    to    staff   need    as    determined    by    the    needs 
assessment . 

5.  Establishment    of    an    in-service    education    budget. 
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INCENTIVE  RESEARCH 

TO:  In-Service    Committee 

FR  OM : 

RE:  Incentive    Research 

DATE : 

Please    survey    as    many    building    personnel    as    you    can.       Use    check    marks 
on    the    corresponding    line    for    each    response ,    and    bring    this    information 
to    be    shared    at    our    next    meeting . 

1.  What  rewards  are  wanted 

a.      Salary  increment  credit  

ib.  Use  of  professional  days  for:  

workshops  

site  visits 

research  

c.  Reimbursement   for  cost: 

mileage  

meals 

materials  

d.  Compensatory   time: 

Days  off  for  extra  work  days  

e.  Graduate  course  credit 

f.  Other  suggestions 

2.  When   to  run  programs 

a.  Release   time 

full   day 
half  day 

b.  After  school 

c.  Evenings 

d.  Saturdays  and   vacation 

e.  Other 

f.  Frequency  of  programs: 

Every  week? 
Every   two  weeks? 
Every  four  weeks? 
Other 
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Sample  needs  assessment  surveys/questionnaires 
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LOCAL  NEEDS  ASSESSMENT 


Needs  Assessment 


The  following  checklist  will   enable   you   to  assess   your  needs  and  will   serve 
as   the  basis  for  a   thirty  minute  open  session.      During  the  open  session 
we  will   discuss  common  and  specific  needs  of  administrators  and  school 
systems  and  will   indicate  available  areas  of  assistance: 

Please  indicate   your  first,   second,   and   third  priorities  of  need. 


Goal   setting. 

Deriving  objectives. 

Problem  analysis. 

Understanding  performance-based  education. 

Establishing  criterion  measures. 

Curriculum  development. 

In-service   training. 

Management  by  objectives. 

Instructional   systems  planning/development . 

Planning ,    organizing ,    directing ,   controlling. 

Project  management. 

Community  involvement. 

Career  education. 

Individualized  learning. 

Student-centered  learning . 

Cross  discipline  planning. 

Impl emen tat ion. 

Resource  allocation. 

Vocational-technical    training . 

Needs   assessment. 
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NEEDS    ANALYSIS 


Rank  in  priority  3  outstanding  needs 


1: 


2: 

3: 


Analyze  each  need  according  to  your  systems  organization  , 


Is  it  an 
administration  need? 


Yes 


1.      system 


No 


2.      building 


Is  it  a   student  need? 


Yes 


No 


Is  it  a   teacher  need? 


Yes 


1 .  system 


No 


2.      building 


Is  it  an 
administration  need? 


Yes 


1 .      system 


No 


2.      building 


Is  it  a  student  need? 


Yes 


No 


Is  it  a  teacher  need? 


Yes 


\       1 .      system   

i 

j  2.      building 


No 


Is  it  an 
administration  need? 


Yes 


1 .      system 


No 


2.      building 


Is  it  a  student  need? 


Yes 


No 


Is  it  a  teacher  need? 


Yes 


1 .      system 


No 


2.      building 
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NEEDS  VERIFICATION  SURVEY 


Name  : Posi  ti  on 

School : 


In  an  effort  to  verify  special  education  related  in-service  training 
needs,  as  well  as  to  identify  resources  and  strategies  necessary  for 
developing  a  responsive  Personnel  Development  Plan,  would  you  please 
reply    to    the    following    questions? 

1.       What    do    you    see    as    the    major    special    education    related    in-service 
training    needs?      Please    consider    the    following   areas    of    in-service 
training;    Awareness    Training ,    Knowledge    Training ,    Skill    Practice    and 
Skill    Application . 


2.       What    do    you    see    as    some    of    the    major    obstacles    in    meeting    these 
needs? 


3.       What    resources    are    you    aware    of    that    can    be    utilized    to    respond 
to    the    identified    needs? 


4.       What    steps    do    you    feel    need    to    be    taken    by    the    In-Service    Committee 
to    better    organize,    facilitate,    and    coordinate    the    deli  very    of    in- 
service    training? 
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Chelmsford  Public  Schools 


ASSESSMENT  OF  NEEDS  FOR  STAFF  DEVELOPMENT  ACTIVITIES 


The  Chelmsford  Public  School  System  Needs  Assessment  is  being 
distributed  to  every  educator  in  the  system.   The  results  will  be  utilized 
to  provide  planning  information  in  the  areas  of  in-service  courses  and  work- 
shops supporting  the  implementation  of  special  education  legislation.   Please 
help  by  completing  this  important  questionnaire  and  mark  your  responses  in  the 
spaces  provided. 

PERSONAL  INFORMATION: 

A.     Please  check  the  box  that  most  accurately  describes  your  present 
professional  responsibility: 


1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 


11. 


Central  office  administrator  'D 

Central  office  supervisor  or  coordinator-  □ 

Secondary  school  administrator  (10-12)  Q 

Secondary  school  teacher  (10-12)  Q 
Junior  High/Middle  school  administrator  (7-9)    □ 

Junior  High/Middle  school  teacher  (7-9)  □ 

Elementary  school  administrator  Q 

Elementary  school  teacher  q 

Guidance/Counseling  services  n 
Special  Needs 

a.  substantially  separated  D 

b.  moderately  separated  □ 
Other: Q 


B. 


Secondary  teachers  check  your  field  or  the  closest  item  to  it:  (7-12) 


1. 

English 

D 

5. 

2. 

Social  Studies 

a 

6. 

3. 

Mathematics 

D 

7. 

4. 

Sciences 

a 

8. 

Occupational/vocational  education  Q 
Physical  education  Q 

Modern  Language 
Other  u 


Which  school  do  you  serve?  Please  check  the  appropriate  box. 


Center 

Highland 

North 

South  Row 

We st lands 

Harrington 

Byam 

Col  Moses  Parker  Jr.  High 

McCarthy  Junior  High 

Chelmsford  High 


D 

n 

□ 

n 

a 

a 

n 
n 

D 

a 
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SECTION  I: 

The  purpose  of  this  section  is  to  gather  information  that  may  be  utilized 
to  plan  and  offer  in-service  courses  and  workshops  for  teachers. 

Are  there  some  things  you  would  like  to  learn  to  do  more  effectively?  What 
are  they?  Please  review  the  teacher  responsibilities  and  activities  listed 
below  by  marking  a  number  from  1  (low  desire)  to  4  (high  desire) . 

1.  DIAGNOSIS  AND  ASSESSMENT  Low    High 

a.  Administering  and  interpreting  assessment  techniques  1   2  3  A 

b.  Designing  and  using  teacher-made  tests  12  3  4 

c.  Using  various  conference  techniques  with  students  .12  3  4 

d.  Gathering  information  on  individual  differences  among  12  3  4 
students  to  determine  strengths  and  weaknesses 

e.  Utilizing  observation  and  performance  testing  12  3  4 

f.  Collecting  information  about  pupil  learning  styles  12  3  4 

g.  Diagnosing  learning  problems  12  3  4 

2.  ORGANIZING  CLASSROOMS  FOR  INSTRUCTION 

a.  Grouping  pupils  on  the  basis  of  identified  student  needs   12   3   4 

b.  Selecting  and  organization  of  resources  and  materials     12   3   4 
for  effective  instruction 

c.  Planning  for  classroom  management,  establishing  12   3   4 
routines,  rules,  daily  procedures,  and  orderly  operation 

of  classroom 

d.  Individualizing  direct  instructional  techniques  12   3   4 

3.  UTILIZING  GOALS  AND  OBJECTIVES 

a.   Identifying  goals  and  writing/selecting  objectives        12    3   4 

appropriate  to  pupil  needs  as  specified  in  IEP. 
k*   Utilizing  appropriate  objectives  for  specific  pupils      12   3   4 

and  qroups  of  pupils  for  classroom  instruction. 
c.   Prescribing  materials  for  individual  children  based  on    12    3   4 

learning  strengths  and  needs 

4.  PLANNING  FOR  INSTRUCTION 

a.  Organizing  instruction  around  goals  and  objectives  12  3  4 

b.  Daily  planning  to  achieve  long-range  goals  and  12  3  4 
objectives 

c.  Sequencing  learning  activities  and  experiences  12  3  4 

d.  Writing  individual  educational  plans  12  3  4 

e.  Using  resource  room,  materials  and  personnel  12  3  4 

f.  Selecting  and  modifying  materials  for  the  instruction  12  3  4 
of  the  mildly  handicapped  child  in  the  regular  classroom 
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5.  BUILDING  INTERPERSONAL  RELATIONSHIPS  Low     High 

a.  Building  an  environment  to  encourage  self  awareness       12   3   4 
and  self-concepts  in  students 

b.  Reacting  with  sensitivity  to  the  needs  and  feelings       12   3   4 
of  students 

c.  Understanding  how  behavioral  problems  affect  teaching     12   3   4 
and  learning 

6.  BUILDING  COMMUNICATION 

a.  Providing  clear  and  explicit  directions  to  students  12  3  4 

b.  Recognizing  clues  to  identify  student  misconceptions  12  3  4 
or  confusions  12  3  4 

c.  Providing  for  the  appropriate  use  of  a  variety  of 

communication  patterns  within  the  classroom  12   3   4 

d.  Using  effective  questioning  techniques  and  strategies 

7.  FACILITATING  AND  IMPLEMENTING  INSTRUCTIONAL  PROGRAMS 

a.  Employing  a  variety  of  appropriate  instructional         12   3   4 
strategies  and  tactics 

b.  Utilizing  a  variety  of  instructional  materials  and        12   3   4 
resources 

c.  Using  teacher  aides  12   3   4 

d.  Developing  appropriate  techniques  for  management  12   3   4 
of  pupil  behaviors 

8.  MONITORING  AND  EVALUATING  LEARNER  OUTCOMES 


a.  Utilizing  evaluative  instruments  to  measure  the  ac- 
complishment of  individual  objectives 

b.  Maintaining  pupil  profile  records 


9.  WORKING  WITH  COLLEAGUES  AND  COMMUNITY 

a.  Interacting  and  communicating  effectively  with  parents    12   3   4 
and  community 

b.  Working  collaboratively  with  special  educators  and        12   3   4 
regular  staff.  12   3   4 

c.  Developing  better  working  relationships  between  support 
personnel  (e.g.,  speech  therapist,  psychologist,  etc.) 

and  classroom  teachers  12   3   4 

d.  Use  of  parent  and  co-munity  volunteers 

10.  KNOWLEDGE  AND  SKILLS  RELATED  TO  94-142 

a.  Knowledge  of  laws  regarding  the  handicapped  12  3  4 

b.  Knowledge  of  handicapped  conditions  12  3  4 

c.  Knowledge  of  P.L.  94-142  terminology  12  3  4 

d.  Understanding  of  appropriate  instructional  settings  12  3  4 
for  the  handicapped 

e.  Knowledge  of  child  evaluation  procedures  12  3  4 

f.  Knowledge  of  procedural  safeguards  12  3  4 

g.  Knowledge  of  individualized  education  program  (IEP)  12  3  4 
development  and  implementation 

h.  Knowledge  of  state  and  local  guidelines  for  implementa-    12    3   4 
tion  of  94-142. 
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Low      High 

i.   Knowledge  of  least  restrictive  placement  possibilities  12  3  4 

j.   Knowledge  about  related  services  and  their  availability  12  3  4 

k.   Referral  of  students  who  may  need  special  services  12  3  4 

1.   Ensuring  that  due  process  has  been  met  for  the  student  12  3  4 

m.   Ability  to  provide  goals,  objectives,  and  minimal  12  3  4 

competence  criteria 

n.   Increasing  awareness  of  parents'  role  under  94-142  12  3  4 

11.  Are  there  areas  not  on  this  questionnaire  that  would  be  of 
interest  to  you  in  becoming  more  effective  in  providing 
instruction  to  students? 


NOTE:   This  form  should  be  previewed  by  a  local  committee 

comprised  of  teachers  etc.   A  commission  endorsement 
would  be  helpful. 
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APPENDIX   H 


LEA  Application  and  Annual  Program  Plan  Training  Matrix 
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Sample  personnel  development  planning  matrix 
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APPENDIX   J 


Sample  individual  personnel  development  plan 
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INDIVIDUAL   PERSONNEL   DEVELOPMENT   PLAN 


NAME 


GRADE  OR  DEPT. 


SCHOOL 


DATE 


Title  of  Workshop 


Date 


Hours 


Credit 


Comments 


Grade 


1. 
2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 


Si gna t ure :      Teacher 


APPROVAL :      Admi nis tra tor 
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APPENDIX   K 


Sample  evaluation  forms 
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EVALUATOR'S  PROGRAM  DESCRIPTION 


PROGRAM 

GOALS 

ACTIVITIES 

EVIDENCE    OF 
PROGRAM    MERIT 

i 

Evaluation    Questions 

a)       

b)       

c)       

d)       

e) 
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WORKSHOP  EVALUATION 


Please  help  us   to  serve  you  better  by  completing  this  form. 

Indicate  with  a  check  mark  your  personal   reaction   to  the  workshop  presented  today. 


Relevance  and  usefulness  of  information 
to  you  as  a  teacher 

Excellent 

Good 

Fair 

Poor 

Quality  of  presentation  of  workshop. 

Clarity  of  information  presented . 

3  Amount  of  new  information  presented 

i 

f 

i  Length  of  presentation 

I 

! 

i  OVERALL,   how  would  you  rate  this 
i  workshop? 

Would  you  recommend  this  workshop  to  others? 
Would  you  like  to  see  more  workshops  offered? 


Yes 


Yes 


No 


No 


Other  comments  are  welcomed: 


Date: 


Thank   you   for   your  help'. 


Workshop  Title. 


Presentor, 
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WORKSHOP  EVALUATION 


Please  complete  this  evaluation  form  so  that  we  can  better  meet 
your  needs  at  future  conferences.      Please  deposit  this  form  in 
the  envelope  marked   "Conference  Evaluations"  which  is  posted  at 
the  room  exit. 


1.      The  objectives  of  this  workshop  were: 


clearly  evident  vague 

7  6  5  4  3  2  1 


very  adequqte  inadequate 

2.      The  information  presented    (coverage)    was:  7  6  5  4  3  2  1 


3.      The  ideas  and  activities  were: 


very  interesting 

7  6  5 


4  3 


dull 
2  1 


4.      The  work  of  the  presentor(s)    was, 


excellent 
7  6 


5  4  3 


disappointing 
2  1 


very  beneficial  no  benefit 

5.      My  attendance  at   this  workshop  should  prove:  7  6  5  4  3  2  1 
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EVALUATION   OF    IN-SERVICE    EDUCATION    TRAINING    SESSION 


1.      Dr.    Rubin's  presentation  was: 

Excellent Good Fair Unsatisfactory  _ 

Comments : 


2.  Small   group  discussions  were. 

3.  Coffee  break  was: 


4.  Time  provided  for  me  to  ask  questions  was, 

5.  Time  scheduled  for  the  in-service  day  was. 


NOT  AT  ALL        VERY  LITTLE        SOME        CONSIDERABLY 


To  what  extent  has   the  in-service  program 
contributed  to  your  knowledge  of  how  to 
implement  an  in-service  program? 

How  much  has   the   in-service  program 
increased  your  knowledge  of  critical 
issues? 

How  much  has   the  in-service  program 
contributed  to  your  awareness  of  devel- 
oping procedures  for  in-service? 

How  useful   was   the  panel   discussion? 


Please  complete   the  following  information. 
Name 


School   System 
Position 


Suggestions  for  next  workshop: 
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INDIVIDUAL  SESSION  RATING  SHEET 


YOUR     TITLE PRESENTOR TIME 

(A)       Please    circle    as    many    words    as    apply: 
1.        THIS    SESSION    WAS: 
(a)       helpful ,    interesting ,    useful,    appropriate ,    other   


(b)  well    organized ,    well    prepared ,    well    presented ,    other 

2.  THIS    SESSION    PRESENTED 

(a)       a    skill,    an    attitude ,    an    idea,    a    program,    other   

(h)       a    law,    regulations ,    procedures ,    practices ,    other   


(B)        LIST    THOSE    ITEMS     (IF    ANY)     FROM    THIS    SESSION    WHICH    WILL    BE    USEFUL 
TO    YOU    IN    YOUR    WORK    BACK    HOME. 

1. 

2. 

3. 


(C)        WHAT    FOLLOW-UP    TO    THIS    SESSION    IS    NEEDED? 


(D)         COMMENTS 


(E)        OVERALL    RATING    OF    SESSION:        _1 2 3 4 5_ 

low  high 
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APPENDIX   L 


Annotated  Bibiliography 


I  :  Group  Process  Skills 

II  :  Needs  Assessment  Strategies 

III  :  Training  Designs,  Formats,  and  Incentives 

IV  :  Inservice  Training  Evaluation 
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I.   GROUP  PROCESS  SKILLS 


Allen,  W.  C.  Continuing  teacher  education:  A  commentary.  In 
R.  A.  Edelfelt  &  M.  Johnson  (Eds.),  Rethinking  In-service 
Education.  Washington,  D.C.:   National  Education  Association,  1975$ 

This  article  reviews  studies  which  confirm  that  a  consortium 
approach  to  inservice  education  leads  to  improved  educational 
programs.  Those  who  wish  to  develop  collaborative  decision- 
making systems  within  their  school  districts  may  find  Allen's 
report  a  catalyst  for  administrative  support  and  participation. 

Dillon-Peterson,  B.,  ed.  Staff  Development/Organization  Develop- 
ment. Alexandria,  Va. :  Association  for  Supervision  and 
Curriculum  Development,  198l. 

This  yearbook  includes  six  models  for  staff  development  which 
range  from  designing  effective  programs  to  evaluating  the 
training.  Each  model  reflects  the  tenets  of  organizational 
development  (OD)  strategies,  which  require  that  staff  development 
be  a  collaborative  effort,  a  pervasive  rather  than  an  ad  hoc 
activity,  and  a  continous  process  of  needs  assessment  and 
goal  refinement.  This  book  should  enable  teams  to  plan  inno- 
vative staff  development  programs  with  an  emphasis  on  decision- 
making and  resource  management. 

Gulley,  H.  E.  Discussion,  Conference,  and  Group  Process  (2nd  ed.). 
New  York:   Holt  Rinehart,  &  Winston,  1968. 

This  book  highlights  the  elements  of  discussion,  group  processes, 
leadership,  conflict  resolution,  and  evaluation  during  the  process 
of  decision-making  within  small  groups.  This  text  would  be  most 
useful  as  a  resource  for  training,  in  group  interactions,  and 
policy-making  within  the  local  school  and  community  environments . 

Hentges,  K. ,  &  Hosokawa,  M.  C.  Delphi:   Group  participation  in 
needs  assessment  and  curriculum  development.  Journal  of  School 
Health,  1980,  hk'J-k^O. 

After  briefly  tracing  the  origins  and  applicability  of  the 
Delphi  Technique  to  industrial,  educational,  and  medical  settings, 
the  authors  describe  a  sequential  sampling  technique  used  by 
the  school  health  team.  Those  who  wish  to  replicate  the  Delphi 
model  in  other  settings  will  find  the  questionnaire  reproductions 
and  analysis  a  useful  starting  point. 
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Kline,  J.  A.  Practical  techniques  for  achieving  consensus .  Study- 
prepared  at  Maxwell  Air  Force  Base,  1976.   (ERIC  Document  Repro- 
duction Service  No.  ED  157  113) 

When  working  in  groups,  consensus  is  important  to  the  decision 
making  process.  However,  consensus  must  be  genuine  if  new  pro- 
grams are  to  be  implemented  and  supported.  The  ten  techniques 
outlined  in  this  article  help  groups  reach  consensus  which  can 
lead  to  successful  decision  making. 

Miles,  M.  B.  Learning  to  Work  in  Groups;  A  Program  Guide  for 
Educational  Leaders.  New  York:  Teachers  College  Press,  1973. 

This  text  provides  a  useful  overview  of  effective  group  behavior, 
leadership  behavior,  training  functions  and  outcomes,  and  group 
processes.  Miles  uses  examples  from  school  and  community  group 
activities  to  illustrate  that  dynamic  group  behavior  can  generate 
educational  innovation. 

Nelson,  M.  R.,  &  Singleton,  W.  Using  a  grid  model:  Decision  making 
and  middle  school  organization.  NASSP  Bulletin,  1981,  65(^2), 
101-106. 

The  authors  propose  the  use  of  a  Decision  Grid  simulation  exercise 
to  promote  participatory  planning  mechanisms  in  middle  school  program 
development  and  revision.  Through  a  series  of  individual  and  group 
rating  activities  within  a  Likert-type  design,  needs  are  identified 
and  prioritized.  As  the  authors  suggest,  the  essential  component 
of  the  simulation  activity  lies  in  the  debriefing  segment,  when 
planning  teams  become  actual  change  agents.  This  game  is  suitable 
as  a  preliminary  activity  for  gaining  faculty  and  community 
consensus . 

Wickens,  D.  Games  people  oughta  play:  A  group  process  for  needs 

assessment  and  decision-making  for  elementary  and  secondary  schools. 
Hayward,  Calif.:  Alameda  County  Superintendent  of  Schools,  1980. 
(ERIC  Document  Reproduction  Service  No.  ED  189  089) 

"Games"  is  a  decision-making  process  for  groups  to  use  when  ana- 
lyzing the  educational  needs  of  a  school.  The  format  includes 
three  group  sessions  during  which  a  moderator  assists  the  parti- 
cipants to  identify  needs,  essential  resources,  and  available 
resources.  The  format  can  be  modified  to  evaluate  a  variety  of 
educational  programs. 

Young,  J.  A.,  &  Sturm,  J.  A  model  for  participatory  decision  making. 
NASSP  Bulletin,  1980,  6k(k35) ,   63-66. 

This  article  presents  an  alternative  group  decision-making 
model  entitled  SNARE  (Sharing,  Narrowing,  Agreeing,  Recording, 
Reporting,  Evaluating).  While  not  as  structured  in  approach  as 
some  group  process  models,  SNARE  provides  would-be  group  leaders 
with  an  orientation  to  group  dynamics  and  participatory  mechanisms. 
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II.  NEEDS  ASSESSMENT  STRATEGIES 


Barnes,  K.  D.  Assessing  and  improving  school  coomunications :  A 
handbook  for  staff  development.  Columbus,  Ohio:  National 
Center  for  research  in  Vocational  Education,  1980.   (ERIC 
Document  Reproduction  Service  No.  ED  186  677) 

This  handbook  for  urban  school  staff  provides  guidelines  and 
resource  materials  for  implementing  school  needs  assessments 
and  disseminating  this  information  to  local  communities. 
Effective  parent  survey  designs,  group  relationships,  media 
outreach  methods,  and  inter-personal  communication  skills  are 
highlighted.  The  proposed  model  has  been  field  tested  and 
refined  for  adoption  by  large  school  systems. 

Davis,  S.  A.,  et  al.  Needs  assessment  for  inservice  education: 

Building  local  programs.  Reston,  Va. :  The  Council  for  Exceptional 
Children,  1980.   (ERIC  Document  Reproduction  No.  191  252) 

This  monograph  describes  the  needs  assessment  process  and  the 
participatory  roles  of  local  personnel  in  the  planning  and 
development  of  inservice  programs  to  meet  indentified  needs. 
Walker  offers  a  guide  for  self-diagnosis;  Kuh  contrasts  partici- 
patory designs  with  traditional  survey  documents;  Davis  provides 
a  cyclical  needs  assessment  design,  checklist,  rating  form,  and 
an  analysis  of  effective  group  process  techniques;  and  Davis  and 
others  review  four  model  personnel  development  programs.  The 
following  three  documents  are  appended:   a  needs  assessment 
questionnaire  guide;  the  inservice  training  checklist  from  the 
El  Paso  Model;  and  the  group  process  needs  assessment  for 
personnel  development  from  the  Pittsburg  Model.  This  monograph 
is  highly  recommended  to  both  school  and  community  participants 
for  its  collaborative  approach  to  personnel  development  programs 
at  the  local  level. 

Evans ,  R . ,  et  al .   Responsive  Teacher  inservice  needs  assessment  in 
an  urban  setting.  Paper  presented  at  the  American  Educational 
Research  Association  Annual  Convention,  Toronto,  March  1978. 
(ERIC  Document  Reproduction  Service  No.  ED  152  731) 

Quoting  current  research  and  providing  a  review  of  the  literature, 
the  authors  emphasize  participatory  planning  and  responsiveness 
to  stated  needs  as  two  elements  for  successful  inservice  programs. 
They  give  results  and  an  analysis  of  their  needs  assessment. 

Kuh,  G.  D.,  Orbaugh,  T.,  &  Byers,  K.  Designing  needs  assessments 
in  education.  Bloomington,  Ind. :  National  Inservice  Network, 
1981. 

This  document  presents  a  problem-solving,  collaborative  approach 
to  the  development  of  needs  assessment  procedures  within  public 
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Price,  N.,  et  al.   Comprehensive  needs  assessment.  Redwood  City,  Calif.: 
San  Mateo  County  Superintendent  of  Schools,  1977*   (ERIC  Document 
Reproduction  Service  No.  ED  150  72U) 

A  schematic  description  of  a  needs  assessment  is  given  along  with 
information  about  selecting  and  planning  a  needs  assessment.   Sample 
needs  assessments  are  included. 

Rhode  Island  State  Department  of  Education.  Needs  assessment-compendium 
of  abstracts.  Bureau  of  Technical  Assistance,  1978 •   (ERIC  Document 
Reproduction  No.  ED  153  351) 

This  was  developed  to  help  schools  conduct  needs  assessments  and 
contains  summaries  of  23  different  approaches .  Examples  of  needs 
assessments  which  have  been  developed  are  available  by  writing  to 
the  addresses  which  are  provided. 

Russell,  D.,  Plakos,  J.,  &  Cox,  J.  Developing  a  workable  needs 
assessment  process.  Los  Angeles,  Calif.:  Los  Angeles  County 
Superintendent  of  Schools,  1977 •  (ERIC  Document  Reproduction 
Service  No.  ED  179  565) 

This  inservice  training  guide  offers  a  cooperative  approach  to 
needs  assessment  which  is  based  upon  a  fifteen  step  implementation 
process.  The  guide  includes  exercises  in  goal  and  model  selection 
and  questionnaire  development.  A  bibliography  is  appended. 

Trimby,  M.  J.  Needs  assessment  models:  A  comparison.  Educational 
Technology,  December  1979,  2^-28. 

The  following  four  needs  assessment  models  are  briefly  discussed 
and  contrasted:  Kaufman's  "Needs  Assessment",  Coffing's  "Client 
Need  Assessment",  "Lee's  Needs  Assessment",  and  Harless'  "Front- 
End  Analysis".  The  implementation  steps  and  the  personnel  involved 
in  each  stage  are  conveniently  referenced  in  an  attached  needs 
assessment  comparison  matrix.  This  review  is  most  useful  to  those 
who  wish  to  adopt  or  modify  a  research-based  needs  assessment  model 
within  their  school  district. 
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III.   TRAINING  DESIGNS,  FORMATS,  AND  INCENTIVES 


Altman,  R.  Toward  a  comprehensive  system  of  inservice  training  in 
special  education.  A  monograph  in  two  sections:   I.   Issues  and 
problems  in  inservice  education.   II.  Designing  and  Implementing 
statewide  inservice  training  programs.  Greeley,  Colo.:  University 
of  Northern  Colorado,  1979 •   (ERIC  Document  Reproduction  Service 
No.  ED  18U  268) 

This  monograph  provides  an  overview  of  special  education  inservice 
issues.  The  first  section  covers  the  following  topics:  Partici- 
patory provisions  of  P.L.  9^-1^2;  innovative  practices;  inter- 
disciplinary personnel  development;  higher  education  and  local 
agencies;  accountability  and  incentives;  and  certification.  The 
second  section  focuses  upon  the  design,  implementation,  and 
evaluation  of  optimal  systems.  The  document  will  provide  team 
members  with  an  awareness  of  the  roles  of  state  and  local  agencies 
in  personnel  development  programs . 

Edelfelt,  R.  A.,  &  Smith,  E.  B.  (Eds.).  Breakaway  to  Multidimensional 
Approaches  -  Integrating  Curriculum  Development  and  Inservice 
Education.  Washington,  D.C.:  Association  of  Teacher  Education, 
1978. 

This  collection  of  essays  is  about  curriculum  development  and 
its  relationship  to  inservice.  The  chapter  on  form  and  content 
of  multicultural  inservice  might  be  useful  when  planning 
specific  programs. 

Educational  Leadership.  April  1980. 

Subtitled  "Supervision  as  Staff  Development,"  this  issue  deals 
with  school  staff  development,  administrative  responsibilities, 
teacher  needs  assessments,  and  adult  learning  styles.   It  will 
be  useful  for  those  designing  school-based  inservice  training. 
The  following  articles  are  most  helpful:   "Guidelines  for  Better 
Staff  Development,"  Fred  H.  Wood  and  Steven  R.  Thompson,  37^-378; 
"Improving  Inservice  Training:   The  Messages  of  Research," 
Bruce  Joyce  and  Beverly  Showers,  379-385;  "The  Technical 
Assistance  Approach  to  Inservice,"  Pascal  Trohanis  and  Elouise 
Jackson,  386-390;  and  "How  Valid  Are  Surveys  of  Teacher  Needs?", 
Linda  L.  Jones  and  Andrew  E.  Hayes,  390-393. 

Fessler,  R.  Moving  from  needs  assessment  to  implementation:  Stra- 
tegies for  planning  and  staff  development.  Educational  Technology, 
June  1980,  31-35. 

This  article  will  be  useful  for  those  who  have  conducted  a  needs 
assessment  and  wish  to  develop  strategies  for  the  implementation 
of  staff  inservice  plans.  A  grid  analysis  system  to  assist  in 
prioritizing  needs,  developing  a  timeline,  and  assessing  alterna- 
tives is  proposed.   Those  responsible  for  organizing  staff  develop- 
ment programs  may  find  this  system  a  useful  planning  technique. 
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Greer,  P.  Educator's  Stepchild.  Washington,  D.C.:   Council  for 
Basic  Education,  1980.  ERIC  Document  Reproduction  No.  187  677) 

This  paper  discusses  inservice  programs  -  their  importance  and 
shortcomings.   It  describes  four  exemplary  inservice  programs 
and  gives  reasons  for  their  success.  Greer's  conviction  is 
that  teachers  need  greater  breadth  and  depth  of  knowledge  in 
their  respective  disciplines  along  with  special  skills  for 
servicing  special  needs  and  gifted  students . 

Harris,  B.  M. ,  &  Bessent,  W.  Inservice  Education  -  A  Guide  to  Better 
Practice.  Englewood  Cliffs,  N.J.:  Prentice  Hall,  1969. 

This  book  defines  inservice  as  a  goal  directed  activity  concerned 
with  promoting  changes  in  people  as  well  as  organizations.  It 
identifies  a  conceptual  framework  of  inservice  training  and 
gives  details  which  help  the  reader  design  an  inservice  program. 
The  third  section  of  the  book  illustrates  various  group  processes, 
including  purposes,  cautions  and  limitations. 

King,  J.  C,  Hayes,  P.  C,  &  Newman,  I.  Some  requirements  for 
successful  inservice  education.  Phi  Delta  Kappan,  1977 »  5*3(9) » 
686-687. 

This  article  summarizes  the  findings  and  recommendations  of  the 
Phi  Delta  Kappa's  Commission  on  inservice  professional  renewal 
efforts  ( IS/PR).  Program  similarities  were  found  in  provisions 
for  the  identification  of  local  needs,  the  use  of  multiple 
sources,  cooperative  planning  strategies,  appropriate  incentives, 
and  purposeful  evaluation.  Local  planning  teams  may  obtain 
copies  of  the  IS/PR  report  by  contacting  the  Kappan  headquarters, 
Box  789,  Bloomington,  IN  U7UOI. 

Knowles,  M.  S.  The  Adult  Learner:  A  Neglected  Species  (2nd  ed. ) . 
Houston:  Gulf  Publishing  Co.,  1978. 

This  text  provides  a  historical  view  of  learning  theory  and 
traces  the  recent  emergence  of  adult  education  programs.  This 
source  will  be  helpful  to  those  planning  professional  development 
programs  based  upon  behavioral  principles .  Sample  learning 
contracts  and  a  competency-based  diagnostic  guide  are  appended. 

Knowles,  M.  S.  The  Modern  Practice  of  Adult  Education:  Andragogy 
Versus  Pedagogy.  New  York  Association  Press,  1970. 

This  work  focuses  upon  the  significance  of  adult  education  in  societal 
organizations.  A  sequential  method  for  designing  comprehensive 
programs  of  adult  learning  is  supported  by  samples  of  actual 
designs  from  industry,  business  administration,  continuing  education, 
social  service  agencies,  and  self- improvement  groups.  This  will 
be  a  valuable  reference  for  designing  nearly  every  type  of  adult 
training  program. 
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Patten,  T.  H.,  Jr.   Intervening  in  organizations  through  reward  systems. 
In  J.  E.  Jones  &  J.  W.  Pfeiffer  (Eds.),  The  1977  Annual  Handbook  for 
Group  Facilitators.  La  Jolla,  Calif.:  University  Associates,  1977  > 
195-207. 

Patten  maintains  that  training  programs  must  reflect  the  tenets  of 
both  management  by  objectives  (MBO)  and  organization  development 
(OD)  theories  in  order  to  effect  change.  Within  this  framework,  the 
theories  of  open  encounter  and  incentive  design  are  integrated  with 
the  Maslovian  hierarchy  of  personel  fulfillment.  A  schematic 
representation  of  optimal  individual  and  organizational  change 
makes  this  model  easily  accessible  for  those  who  wish  to  adopt 
socially  responsive  incentive  programs  within  the  school  environment. 

Rubin,  L.  (Ed.).  The  Inservice  Education  of  Teachers:   Trends,  Processes, 
and  Prescriptions.  Boston,  Mass.:  Allyn  &  Bacon,  1978. 

This  book  is  a  collection  of  short  chapters  on  inservice  training, 
what  these  programs  accomplish,  and  how  they  accomplish  change.  Of 
particular  interest  is  the  chapter  entitled  Participation  and 
Personal  Growth:   Keys  to  Staff  Development. 

Wallat,  C,  &  Goldman,  R.  Home/School/Community  Interaction:  What 
We  Know  and  Why  We  Don't  Know  More.   Columbus:   Charles  E.  Merrill, 
1979. 

This  book  provides  instruction  in  building  community  support 
systems  for  participation  in  educational  decision-making.  Although 
administrators,  teachers,  and  state  personnel  are  included  within 
the  scope  of  this  text,  the  focus  is  upon  parents  and  community 
liaisons.   These  groups  will  find  the  appendices  listing  inexpensive 
source  books  and  parent  education  programs  most  helpful. 
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IV.  INSERVICE  TRAINING  EVALUATION 

Bogdan,  R.  Participant  observation.  Peabody  Journal  of  Education. 
10,  1973,  302-308.  

Bogdan  explores  the  method  of  participant  observation  as  a  viable 
means  of  program  evaluation.  This  holistic  approach  calls  for 
ongoing  interaction  among  evaluators,  administrators,  staff,  and 
parents.  It  also  requires  appropriate  interviewing  formats,  research 
designs,  and  data  collection  techniques.  Those  who  wish  to  initiate 
a  qualitative  method  of  program  evaluation  within  their  school 
districts  will  find  this  article  to  be  a  useful  introduction. 

Fitz-Gibbon,  C.  T.,  &  Morris,  L.  L.  How  to  Design  a  Program  Evaluation. 
Beverly  Hills:   Sage,  1978.  

As  part  of  an  eight  book  series  on  program  evaluation,  this  guide 
is  intended  to  assist  program  evaluators  in  the  selection  and 
implementation  of  formative  and  summative  designs.  As  methods  of 
data  collection,  analysis,  and  interpretation  are  discussed,  each 
technique  is  accompanied  by  concise  examples  of  typical  school 
environments  and  student  populations.  This  resource  is  highly 
recommended  to  those  teams  which  intend  to  apply  field  tested 
research  to  the  evaluation  of  specific  programs. 

Fox,  G.  T.,  Jr.  Purpose  as  context  for  evaluation  inservice  programs. 
Journal  of  Research  and  Development  in  Education,  198l,  lU(2),  3U-U5. 

Fox  maintains  that  evaluations  of  inservice  training  must  be  based 
upon  the  purpose  and  context  of  the  training  delivered.  He  employs 
a  three  dimensional  grid  to  examine  training  conducted  for  professional 
development,  for  the  improvement  of  school  practices,  and  for  the 
initiation  of  social  policy.  This  insightful  critique  of  the 
Bournemouth  inservice  conference  results  will  assist  teams  in 
selecting  evaluative  techniques  which  reflect  local  program  goals. 

Hamilton,  S.  F.  Evaluating  your  own  program.  Educational  Leadership, 
April  198O,  5^5-552.  

This  easy  to  read  article  was  written  to  help  educators  conduct 
formative  and  summative  evaluations  of  programs  they  direct.  The 
author  specifically  addresses  three  purposes  of  evaluation  - 
accountability,  program  improvement,  and  dissemination. 

Patton,  M.  Q.  Utilization-Focused  Evaluation.   Beverly  Hills,  Calif.: 
Sage,  1978.  ~~ " 

Patton  proposes  an  "active-reactive-adaptive"  evaluation  model 
which  requires  ongoing  interaction  among  program  decision- 
makers, evaluators,  and  information  users.  Numerous  goal-setting 
strategies  are  offered  as  a  means  to  effect  program  development 
and  change.  This  resource  will  be  most  appropriate  for  interdisciplinary 
teams  which  wish  to  apply  a  decision-making  approach  to  the  precepts 
of  formative  evaluation. 
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Rose,  C,  &  Nyre,  G.  F.  The  practice  of  evaluation.  Princeton,  N.J.: 
ERIC  Clearinghouse  on  Tests,  Measurement,  and  Evaluation,  1977* 
(ERIC  Document  Reproduction  Service  No.  ED  152  859) 

The  first  part  of  this  monograph  describes  various  evaluative 
techniques  which  can  be  used  to  evaluate  the  inservice  programs 
which  have  been  organized  and  conducted  in  your  school  system. 
Included  is  the  Discrepancy  Model  by  Provus,  Stufflebeam's  CIPP 
Model,  and  the  Countenance  Model  by  Stake.  The  second  half,  using 
a  case  study  approach,  includes  evaluations  of  needs  assessments  and 
programs  for  faculty  development. 

Stufflebeam,  D.  L.,  &  Webster,  W.  J.  An  analysis  of  alternative 

approaches  to  evaluation.  Educational  Evaluation  and  Policy  Analysis, 
1980,  2(3),  5-20. 

The  authors  present  a  critical  analysis  of  thirteen  approaches  to 
evaluation.  Each  approach  is  then  categorized  into  one  of  the  follow- 
ing three  areas:   politically-oriented,  question-oriented,  and 
values -oriented.  The  attached  tables  provide  a  schematic  summary 
of  appropriate  audiences,  potential  drawbacks,  and  the  validity  of 
each  approach.  The  critique  of  the  question-oriented  approaches 
is  highly  recommended  to  teams  which  intend  to  apply  decision- 
making principles  to  program  evaluation. 

Treadway,  P.  G.  Functional  analysis  of  educational  programs.  Boston, 
Mass.:  Paper  presented  at  the  Annual  Meeting  of  the  American 
Educational  Research  Association,  April  1980.   (ERIC  Document 
Reproduction  No.  187-722) 

When  adopting  or  adapting  model  programs,  there  may  be  problems 
which  prevent  successful  replication  in  individual  school  systems. 
Functional  Analysis  is  a  model  which  provides  a  framework  for 
studying  and  analyzing  program  implementation  and  its  operation  in 
adapter  sites.  Treadway  emphasizes  the  need  to  replicate  program 
functions  rather  than  processes. 
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